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ICJI’s Egrants System
Quick Start Guide
Input Quarterly Sub-grantee Fiscal Report

- Logonto ICJI’s Egrants System

- Atthe “Welcome to ICJI Egrants” screen, on the Main Menu tab, select the Project Management
tab at the top of the screen, or click on the first hyperlink in the body of the screen, which will take

you to the Project Management Ta

Egrants

Back Bui

> - !
will not take you back pag

JI Egrants!

o]

es, instead use the\gpplication menus and controls

Wain Meny | User

Welcome ta IC

elect a mer

@ access an existing project (Grant Application, C \pp Jor
Report (Project Management tab)

CLICK HERE To create a new Application (or Goncept Paper in response to a Funding Announcement (Funding Announcement tab)

CLICK HERE Toview any Alerts and/or Tasks assigned to you (Work Manager tab

CLICK HERE

Management tah}

CLICK HERE To Subscribe to receive an email when new granting opportunities become available

CLICKHERE To Unsubseribe from Email when granting opportunities become available

fl@I\E grants

reports such as the Program Report, Fiscal Report, or Inventory

To update your profile information (Mame, Address, Phone Number...) or to request security in order to maintain or view grants for your organizationicounty (User

@ Logoft

indiana
Ciiminal Justice Ins

\ork Manager

ment

uain veny | usermana

PAOIECT MANAGEMEN] SEARCH
searcn Criteria:
Grant |
spplicant agency: [fA =]
Reciplent/ Allacation Ageney: [ |

Funding Announcement: [TAIl] ! -1

Keywaras: [[All] =]

1012 YWCA of Greatar Indianapalis test
1012 of Greater Indianapalis

o1t WCA of Grealer Indlanapolis Grant Test

1010 VWA of Grealer Indianapolis Grace House

1008 YWCA of Greater Indianapolis Rugburns and barked shins
1008 YWEA of Greater Indianapalis Vietim Services for Immigrants
1007 YWGA of Greater Indianapalis Test.

00 of Greater Indianapolls Advocates for Child Victims
1005 Greaterindlanapolis Re-gntry

1002 of Greater Indianapalls Bullying Prevention

1002 of Greater Indianapalis Churen Aftercare Program
00z of Greater Indianapolis RDF

1801 YWCA of Greater Indianapolis ‘OCA Bandbox Application

Flasse sang tacanical oo
#3011 Ingians Criminal Just

Quick Searches

Spplications In Process (7)

Awarded Prolects - Aciive (£

10/20/2011
09/28/2011
09/28/2011
09/28/2011
09/28/2011
09/24/2011
09/28/2011
09/28/2011
09/28/2011
09/28/2011
09/16/2011
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https://egrants.cji.in.gov/base/

Your grant number will appear as a link. Click on the Grant ID link.

[ [EDE]
Criminal Justice Ins

@ Logoff

Main leny | User Funding & Eroject
SearchProgram onitoring
PROJECT MANAGEMENT SE
Search Criteria: Quick Searches
Grant D: | 1004 Applications In Progess (7}

Applicant Agency

Recipient/ Allocation Agency

et [AN |

Funding Anng,

Keywords: [[AI] =l

Search

Apolicant Agency L —tle Receint Date
1002 YWCA of Greater Indianapolis Bullying Prevention

- Your Project Summary screen appears. Either click the Monitoring tab (from the menu at the top
of the screen) or click on the first quick link in the body of the scree

T

ol

Back Button will not fateyou back pages, instead J#€e the application menus and controls.

Main Menu | User Management #fiding Announcement | Proiect Management” | Vork lManager

Projedflionitoring ) ditFiscal DetailsReparting Requirements

Grant ID: 1004 Project Title: Bullying Prevention
Status: Open - Awarded Fund Announcement: Safe Haven

PROJECT SUMMARY
To enteriupdateiview a Program, Fiscal, or Inventory Report for this grant (Monitoring menu item)

CLICKHERE To view any Audit Informatien for this grant (Audit menu item)

CLICK HERE To view the current financial information for this grant such as payments and funding sources (Fiscal Details menu item)

CLICKHERE To view the reporting requirements for this grant such as when fiscal reports are due (Reporiing Reguirements menu item).

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).

Start - End Dates

1004: " Croaie Project Modification Request (FMR) |

Modifications 1 11/1/2011 - 47172012 Open - Received
Zpplication 117472011 - 10/31/2012 Open - Auarded @@

View lssues/Comments |

@ Logoff
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- The Main Summary page for Monitoring will appear (All Fiscal, Program, and Inventory reports
that have previously been created will be displayed).
- Click on Create Fiscal Report

@ Logoff

Main Menu zer Management | Funding Announcement | Project Management ok Manager

ojectMonitoringAuditFiscal DetailsReporing Requirements

Grant 1D: 1004 Project Title: Bullying Prevention Applicant Agency: 4 of Greater Indianapolis
Program Staff Contact: lis. Stechanie Edwards Fiscal Contact: |4=. Stephanie Edwards

Create Program Report Create Fiscal Report Create Inventory Report

MAIN SUMMARY

Filter Criteria

Phase: I[ﬁ«.ll] 'I

Approval Btatus: |[All] hd

To access afiscal or program repor, click on the period ending date to open the report.

Cumulative Fiscal Reports

| Phase |  Period Ending Report Type Last Update Date Approval Status Entered By

1004 lEJ 1213142011 Quarterly ubmitted 9/28/2011 Approved ith

Program Reports

[ Phase | periodEnding | ReportTupe " Last Update Date | Enterod by
1004 E.I 302011 Semi-Annual Subn\itted 9/29/2011 Approved Ms. Judy Jones
1004 Ej Semi-Annual 11H10/2011 Approved bir Sam Smith
1004 LEJ Final Submitied 11M10/2011 Pending
Imdentory Reports
[ Pase | Siaius | st Updaie Daie

Report ID Dateof LastVisit | Programs |

Create Program Report

schnical comments an
riminal Justios Institute. All

©2011 Indian:
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- You will be transferred to the Quarterly Subgrantee Report screen for fiscal reports.

- Input the calendar quarter ending date for the report being submitted.

- Check the Quarterly, Interim or Final report box (A date other than a calendar quarter ending date may
only be entered if you have checked the Interim Report box).

Egrants

Back Button will not take you back pages, instead use the appligation menus and controls.

@ Logoff
Main Menu User Management Funding Announcement Project 1 it Work lanager
ProjectMonitoringAuditFiscal DetailsReporing REquirements
GrantID: 1004 Project Start:  11/1.2011
Project Title: Bullying Prevention Project End: 10/31/2012
Applicant Agency: of Greater Indianapolis Phase Budget: 512 200.00

Total Budget: 512 200.00

SUBGRANTEE CUMULATIVE FISCAL REHORT

This report submitted for the calendar quarter ending: 3/31/2012
Report Period Ending Date: * 3

& Quarterly

Repart Type: © Interim © Final

Report Status: Draft Submitted Date:

Approval Status: Pending Return Date:

Status Updated By: Resubmitted Date:

313112012 Obligations
Federal 0.00 000 0.00 000 0.00 0.00 0.00
State 5,100.00 asonoo] o000 asonoo] o000 0.00 (4,600.00}
Project Income 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 ooo[ 000 0.00
State Match 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Cash Match (Mew Approp.) 0.00 0.00 0.00 0.00 0.00 0.00 0.00
In-Kind Match £,100.00 sgoooo[ 000 4,600.00 000 0.00 {4,600.00)
Project Income Match 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 12,200.00] 9,200.00| 0.00] 9,200.00| 0.00] 0.00 (9,200.00)
-_, clk the Budget Category link to enter "Expenses Paid This Peried” and "Cutstanding Subgrantee Ohligations™ detail infermation.

nses Pai . Outstandi 5
Budget Categories Cumulative Expenses Plleriod 11201 Total Cumulative Subgranteng % Over Budget
as of 12/31/2011 332012 Expenses Obligations

(=) Per=onnel 10,000.00 7.000.00 0.00 7.000.00 0.00 [ o.00
= Employee Benefits 0.00 0.00 0.00 0.00 0.00 0.00
&% Travel (Including Training) 0.00 0.00 0.00 0.00 0.00 0.00
./"L' Equipment 0.00 0.00 0.00 0.00 0.00 0.00
=i Suppli ing Ex 2,200.00 2,200.00 0.00 2,200.00 0.00 0.00
4% Consultants 0.00 0.00 0.00 0.00 0.00 0.00
[al Construction 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
Total 12,200.00 9,200.00 0.00| 9,200.00] 0.00| 0.00

Project Income: Seized 5 IO 00 Forfeited SIO 0a
Remarks: :l
[

Add Attachment |
atiachmenttiome |~ Descomion | =5 ot |

epart | Save as Draft | Submit | Delete | Cancel |

£F
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- Begin by entering the Expenditures to Date by budget category (bottom half of page).
- Also enter any Unpaid Obligations by budget category as of the Report Period Ending Date.

Egrants

Back Button will nottake you back pages, instead use the application menus and contrals

@ Logoff

lain lleny | Userllansoement | Funding Announcement | Prolect Management | Uiork Lanager

gAuditFiscal Del eporting
Grant ID; 1004 Project Start:
Project Title: Bullying Prevention Project End:
Applicant Agency; Y¥/CA of Greater Indianapolis Phase Budget:

Total Budget: &

SUBGRANTEE CUMULATIVE FISCAL REPORT

This report submitted for the calendar quarter ending: 3
Report Period Ending Date: *

ReportType:* @ Quartery © Interim  Final

Report Status: Draft Submitted Date:
Approval Status: Pending Return Date:
Status Updated By: Resubmitted Date:

Federal 0.00 0.00 0.00 0.00

" Expenses Paid This " Outstanding s
Financial Information Budget C";'f:':";;’g;:‘fes Period 1112012 1"'?5”':;:"“ o — = F:u""sa?e&“""“ LEmEg e
3312012 pet Obiigations
000 000 000

Add Attachment
T BuiglCalon) T

View Report | Swve as Diaft | Submit | Delete | Cancel

Pl
2011 |

State 610000 450000 000 450000 0.00 000 4500.00)
Projectincome 000 000 000 000 0.00 0.00 000
Interest 000 000 000 000 000 000 000
State Waten 000 000 T T T 0 00,
Cash Hatch (New Approp. 000 000 000 000 0.00 0.0 000
In-Kind Watch 5,100.00 450000 0.00 4,500.00 0.00 000 4500.00)
Projectincome Watch 000 000 0.00 0.00 0.00 0.00 000
Total £ 1220000 920000 0.00] 920000 000 0.0 (2.200.00)
@ ciick the Bu gory link to enter“Expenses Paid This Period” and “Outstanding Subgrantpe Obligations™
Budget Categories Budget Cumaative Expencayf Bﬁaﬁﬁfﬁf{ms gumbsgframg i
S 1 33112012 Obligations
© persomnel 10.000.00 700p00 0.00 700700 000 0.00
= Employee Benefits 000 boo 000 p.oo 000 000
& Travel (Including Training 000 0.00 0.00 .00 000 000
4 Equipment 000 000 000 .00 0.00 000
] 220000 224000 000 220000 000 0.00
4 Consultants 000 poo 0.00 \oo 0.00 0.00
Ll Construction 000 doo 0.00 opo 0.00 e
Other 000 o\p 000 0.0 000 0.00
Total £ 1220000 22000 00y 920000\ 049 0.00
Project Income: WU 00 \_}ﬁeug 000
Remarks! B
H
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In this column you will assign your
total expenditures to date to the proper
budget category in which funds were
spent. Note: The total of this column
MUST equal “Expenditures to Date”
above.

In this column you will assign your
unpaid obligations to the proper
category. Note: The total of this
column MUST equal “Unpaid
Obligations” above.
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=
AR = L
Back Button will nottake you back pages, instead use the application menus and controls.
Main Menu | User Management | Funding Announcement | [ProjectManagementy| \vork llanager
Pr ingAuditFiscal DetailsReporting Ry
Grant ID: 1004 ‘Dject Start: 11112011
Project Title: Bullying Prevention ProjectEnd: 10/312012
Applicant Agency: YWCA of Greater Indianaools Phase Budget:
Total Budget: §
SUBGRANTEE CUMULATIVE FISCAL REP:
This report submitted for the calendar quarter ending: /
Report Period Ending Date;, 2012
we:* @ quarery ¥ interim @ Final
Report Status: Submitted Submitted 142011
Approval Status: Fending eturn Date:
Status Updated By: Brether 4 Chureh Resubmitied Date:
i pe Paid 0 ding -
cial Informatio dge b : Period 111120 ' bgrantee 0 ¢ eved PRLLIL
0 L 0 * Obligatio 2L <
Federal 0.00 00 0.00 00 0.00 0o 0.00
State 6,100.00 4,80p.00 0.00 4,800.00 500.00 oo (4,600.00)
Project Income 0.00 .00 0.00 0.00 0.00 00 0.00
Interest 0.00 .00 0.00 0.00 0.00 00 0.00
State Match 0.00 .00 0.00 .00 0.00 0o 0.00
Cash Match (New Approp. 0.00 00 0.00 00 0.00 040 0.00
In-Kind Match 6,100.00 4600, 50.00 46500 0.00, 00 (4,650.00)
Project Income Match 00§ 0.00 0 0.0 0 000 0 Dp
Total 12,2900 920000, \_ 0| 925000 \_ 000] N\ 25y
@ Click the Budget Categary lint r*Expenses Paid This Period” and ¢ Subgrantes Obligations™ detail i
- Expenses Paid This ‘Outstanding .
Budget Categories Budget C“""'s‘:,‘}':";;"jgg;‘f“ Period 11120 T""E'xc“':s'::""e Subgrantee 0w Bt
313112012 pel (Obligations -
(&) Personnel 10,000.00 7,000.00 0.00 7,000.00 0.00 \\
= Employee Bengfits 0.00 0.00 0.00 0.00 0.00 0.00
&% Travel (Including Training 0.00 0.00 0.00 0.00 0.00 0.00
j—"Eqummem 0.00 0.00 0.00 0.00 0.00 0.00
220000 220000 50.00 2.250.00 500.00 041
& Consultants 0.00 0.00 0.00 0.00 0.00 0.00
Ll Construction 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
Total Z 12,200.00 9,200.00 50.00 9,250.00 500.00 041
Projectincome Seized § 0.00 Forfsited 5 0.00
Remarks,
achment
stacnenine TR T |
View Report | Save as Drafl it | IEHH Cancel

L This column will appear pre-filled with
your approved grant budget.

Enter in-kind or cash match received
to date in this column. (Also record
any project income or interest earned
here, if applicable). Note: You will
not be able to enter federal / state
funds received; all grant funds
released will be pre-filled in for you.

Enter your state expenditures, along
with your cash match or in-kind
expenditures to date. (Enter any
expenditures of project income/interest
here, if applicable). Note: Expenditures
to date must equal Expenditures To Date
Column below.

The “Unexpended Cash” column will
be automatically calculated and pre-
filled for you (“Total Funds
Received to Date” minus
“Expenditures to Date”. **This
could be a negative figure).

List any equipment/supplies for
which you have a purchase order but
haven’t paid for as of the quarter
ending date, and/or any
consultant/contractual obligations
remaining unpaid. Note: The total of
this column MUST equal Unpaid
Obligations below.

- Upon completion of the Quarterly
Subgrantee Report, scroll down to the
submit button and click “Submit”.
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- After submitting the report, a confirmation form will appear.

Fiscal Report Submission Canfirmation

I certify that, to the best of my knowledae and belief, this reportis accurate and complete and that all expenditures and outstanding subgrantes ohligations are
fiorthe purposes setforthin the application as approved by ICJ1 and | furthr certify that | am aware of the requirements set forth in the 0P Finanial Guide (for
federal funds) and ICJ's Applicants Manual and that all expenditures were made in compliance with these gquidelines.

When you select Agree, you will be taken back to the Main Summary screen. The report you created will appear as

Submitted and Pending Approval status. After review and approval by appropriate 1CJI fiscal staff, the Pending

Approval status will change to Approved. N

@ Logoff

i
4
L /
you back Nages, instead use the application menus and controls.

jeciManagement | | YVork lManager

GrantID: 1004 Applicant Agency: X¥WCA of Greater Indianapolis
Fiscal Contact: lis. Steohanie Edwards

Program Staff Contact: |4z, Stechanie Edwards

Create Program Report |\ Create Fiscal Report | Creg Inventory Report
MAIN SUMIMARY

Filter Criteria
To access afiscal or program keport, click on the peried ending date to open the report.

Phase: I[,&.H] <

Approval Status: | [All]

Entered By

ulative Fiscal Reports

| __Phase | PeriodEnding | _ReportTyoe | Aproval Status

1004 LQJ 12/31/2011 Quarterly Submitted 9/29/2011 Approved Mr Sam Smith

1004 LEJ Quarterly Submitted 11142011 Pending Brother &1 Church

1004 E‘J i Quarterly Submitted 11142011 Pending Brother Al Church

Program Reports
|__Phase | PeriodEnding | ReporiType | _ Status | _LastUpdateDate |
1004 & 11/20/2011 Semi-Annual Submitted 9/29/2011 Approved s Judy Jones
1004 lEJ Semi-Annual Submitted 11H10/2011 Approved Mr Sam Smith
1004 lEJ 102142013 Final Submitted 11102011 Pending Brother Al Church
Inventory Reports

| Phase |  Status | Last Update Date Approval Status Entered By

Program Monitoring Reports
Report ID Dateof LastVisit | Programs |  Additional Grants Letter of Compliance

Create Program Report | Create Fiscal Report | Create Inventory Report |
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